
Ideas and Tips for 
Managing Staff and 

Information



Mentoring - Defined

Mentoring is a structured and trusting 
relationship that brings young people 
together with caring individuals who offer 
guidance, support and encouragement 
aimed at developing the competence and 
character of the mentee.



Mentoring Works

According to Mentoring: A Promising Strategy for 
Youth Development (Child Trends, 2002)

Mentoring can enhance positive development in youth

Youth who participate in mentoring relationships 
experience a number of positive benefits:

Better school attendance and attitude
Increased chance of going on to higher education
Less drug and alcohol use
Improved social attitudes and relationships
More trusting relationship and better communication with 
parents



Mentoring Works

The most effective mentoring relationships are:

longer in duration
perceived by the youth to be high-quality
structured and supervised
youth focused and youth-driven

Cautionary Notes:

Relationships of short duration may do more harm 
than good

In many programs mentoring was augmented with 
other services



Mentoring Works

Making matches based on similar interests;
Providing more than six hours of volunteer training;
Offering post-match training and support; and
Conducting reasonably intensive screening.

In “Making Mentoring Work”, a Research Corner 
article at Mentoring.org, Dr. Jean Rhodes 
substantiates four program practices that predict 
strong and effective relationships: 



Elements of Effective Practice

Originally published in 1990 

Developed by a national panel of experts convened 
by MENTOR and United Way of America

Industry-developed/accepted standards for the 
development of safe and effective mentoring 
programs.

Program guidelines and policies that have proven 
effective in a wide range of program types and 
settings.



Elements of Effective Practice

Revised in 2003, the Elements, 
2nd edition, are guidelines for 
running safe and effective 
mentoring programs.

Four Key Components:
1. Program Design and Planning
2. Program Management
3. Program Operations
4. Program Evaluation



Elements of Effective Practice: 
Glossary

Mentoring

Types of Mentoring

Mentoring Settings

Duration of Mentoring



Duration of Mentoring

Duration and consistency of a mentoring 
relationship is very important.

At a minimum, mentors and mentees should 
meet regularly at least four hours per month 
for at least a year.

There are exceptions – school-based 
mentoring



Elements of Effective Practice: 
Key Components

Program Design and Planning

Program Management

Program Operations

Program Evaluation



Program Design and Planning

Define the Who, What, Where and When

Plan Key Strategies:
- Management and Staffing Plan
- Financial Plan
- Implementation Plan
- Evaluation Plan



Program Management

Advisory Group
Develop Systems for:
- Monitoring policies and procedures

- Managing program activity
- Diversifying funding streams
- Enhancing staff skills
- Marketing the program 
- Recognizing participants



Program Operations

The Core “How-To”
– Recruitment plan for mentors/mentees
– Screening for mentors/mentees
– Orientation for mentors, mentees, parents
– Training for mentors and mentees
– Matching strategy with pre-established criteria
– Meeting Facilitation and Activities
– Ongoing Support and Supervision
– Recognition
– Closure



Program Evaluation

Ensures program quality and effectiveness:

Develop a Plan to Measure
– Program process
– Expected outcomes

Reflect on Evaluation Findings to:
– Refine program design
– Report to key stakeholders



Staffing the Project

What needs to get done?

Who can do it?

How will they be supported?



What needs to get done?

Recruitment
Screening
Training
Matching
Monitoring/Supervision
Evaluation

Fundraising
General 
Administration
Hiring/training of 
staff
Public Relations / 
Marketing



Assessing and Assigning

What is required to do the job/task?
– Skills
– Time
– Resources

Who on staff could fulfill this role?
– Abilities
– Work load

How will staff be supported?
– Supervision
– Motivation



Engaging Volunteers

Why Use Volunteers?
– Show by example
– Believe in the cause
– Credibility
– Good will, expand your network

Who can you involve?
– Board of Directors / Advisory Groups
– Current Volunteers (Mentors)
– Community Members



Engaging Volunteers

Identification
Enlistment
Orientation
Training
Support and Supervision
Recognition



Information Management

Information management is…

- Planning, budgeting, manipulating and 
controlling information throughout its life 
cycle

- The art of collecting and/or managing data 
in a manner that affects program operations



Why is it important?

A good information management system 
provides:

The right information,
To the right people,
At the right time,
In the right way,

To achieve clear objectives.

The result is improved program efficiency and 
effectiveness



The Five Categories of 
Information

Program Information
– General
– Relationship

Finances
Personnel
Risk Management
Evaluation



MENTOR

Premier ADVOCATE for the expansion of 
mentoring and RESOURCE for mentors and 
mentoring programs nationwide

Leading the movement to close the 
“mentoring gap”

National umbrella organization for the 
mentoring movement…The Mentor’s Mentor.



National Mentoring Institute

Online Services
– National Mentoring Database/VRS
– Mentoring.org and Online Community Forums
– After-School Clearinghouse; E-mentoring Clearinghouse

Product Development
– 2nd Edition of Elements of Effective Practice 
– “How to Build a Successful Mentoring Program Using the Elements 

of Effective Practice” (Tool Kit)

Research and Evaluation
– Mentoring in America 2005: A Snapshot of the Current State of 

Mentoring
– Research Agenda
– Tracking and Evaluation System

Training and Technical Assistance
– Mentor and Mentee Online Training
– E-Mentoring Training
– Advisory Services



Contact Information

Cindy Sturtevant
Director of Training & Technical Assistance
csturtevant@mentoring.org

mailto:csturtevant@mentoring.org
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